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Communications and Information

TELEPHONE SYSTEMS MANAGEMENT

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

NOTICE: This publication is available digitally on the HQ AFMC WWW site at: http:/
afmc.wpafb.af.mil. If you lack access, contact your Publishing Distribution Office (PDO).

OPR: AFMC CSO/SCSC (Mr. James Alderink) Certified by: AFMC CSO/SCS
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Supersedes AFI 33-111, AFMC Sup 1, Pages: 8
19 January 1996. Distribution: F

This supplement contains guidelines and procedures for managing telephone systems under AFMC juris
diction. It is recommended that each base Command, Control, Communications, and Computers (C4
Systems Officer (CSO) develop a supplement to outline local procedures for managing telephone sys
tems. Base supplements can add to but not take away from the AFI and MAJCOM supplement. This sup
plement does not apply to the Air National Guard or US Air Force Reserve units and members. Senc
comments and suggested improvements to this publication on AF ForrR&ddmmendation for
Change of Publication through channels, to AFMC CSO/SCSC, 4225 Logistics Ave, Suite 20,
Wright-Patterson AFB, OH, 45433-5759.

SUMMARY OF REVISIONS
This supplement updates AFMC requirements to reflect changes in AFI 33-111 (revised 1 May 98).

AFI 33-111, 1 May 1998, is supplemented as follows:
1.1.1. The base CSO processes requirements according to base supplemental procedures.

1.1.4. AFMC units/sites must forward the original copy of the Air Force Form RZifiest for Com-
munications Serviceto AFMC CSO/SCSC, 4225 Logistics Avenue, Ste 20, Wright Patterson AFB OH
45433-5759 for review and MAJCOM approval. Following MAJCOM approval, the original will be for-
warded by the MAJCOM to the 38 LS/LGCX, 4022 Hilltop Rd, Suite 211, Tinker AFB OK 73145-2713,
contracting office. The contracting officer must also approve any change to an existing Communications
Service Authorization (CSA). Customers will receive written approval for CSA changes via DD Form
428,Communications Service Authorization before authorizing the vendor to proceed.

1.1.5. (Added) 38 LS/LGCX, Tinker AFB OK provides CSA training. Request training allocations
through AFMC CSO/SCSC. Training is 3 duty days and is unit funded.
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1.2.3. TheCSO or their @signatel representative wlilsubmit amonthly simmary of CSA expenditues
to AFMC CSO'SCZC, via e-nail james.alderink@wpafb.af.mil. See attachment 1 o this suglement.
Therepoting requremert in this paagrag is exemp from licensingin accadance wih paragraph
2.11.12. of AFI 3-124, The Information Collections and Reports Management Progran; Controlling
Internal, Publicand InteragencAir Force InformationCollections.

4.1. (Added If the wing commancer authorzes aceptance d collect callsthe CSO must subtren AF
Form 128, Request for Communication Service, to dotain authorization on ech CSA, this alalows
paymentfor collect calls biled througtt the Local Exchang€arrier (LOC). If there areany othecarrier
bill's for collect calls other the theEC, s SF Form 44 PurchaseOrder Invoice Voucher, to pay for
these call. (MaintainlAW AFMAN 37-139, Table 339, Rule 10)

7.1. Approval authorty for dfficial telephonesm personal quartsis delegted to thewing commandae.
7.1.4. (Added) CSO will validate official telephore servie in quartersannually.

8.1. The wing commander has the authority to approvectiwesaion and e d telephone aling cards
for the purposof making oficial telephoe calls.

8.5. The decigon of whetheto permit use of callig card calls from the home station is at the discretion
of thewing commander.

8.6. (Added) CSO wil validate ad inventow calling cards annually.

10.12. On a government-owneahd maintainel telephonesystem, tle local communications organiza-
tion is the only activity authazed to acquire, istall, relocate, maintairgnd remo\e telephone and s50-
ciated telephonesystems ad equipment and/or @vsee contacted ations of the same nature.

10.13. CSO will submit an annukcettification letter esuring that ®rvices are @lid and charges aor-
rect for CSAsissued by 38 L3/GCX. Annual ertifications are due NLTL Sep to AMC CSO/SCSC,
4225Logistics Ave, Suie 20, WrightPatteson AFB OH 45433-5759. Seatachment 2 6 this supple-
ment.(Maintain IAW AFMAN 37-139, Table 33-9, Ral10)

10.1.5. Maintain separateecordsfor govenment-ownedtelephore equipment ad circuitsbeing used by
contractors. Establish procedureswith the baseontracting éfice to povide reimbusemert for govern-
ment telephone equipmeantd crcuits u®d by contactors. These pocedures are to bedluded in the
base suppleent.

10.1.15. (Added) Prvately acquired equipment cannot be wsed unless witten permissionis receved
from the bae CSO. Proceduresare © be includedn the base supplement.

10.3.4. Prewiing is the aquisition and installation of communications wiring as an indegart of major
facility construction and alteration contrac®ee AFMCI 33-101,Bandwidth @ Demand (BWOD) Base-
line Definitior.

11.1. Organiations wil appoint a prnary and alternate Telephone Cont@ificer (TCO) inthe grade of
E-5/Civilian equivalent or above.

17. Appoval authority for new electronic phonespeaker phones, cellultelephonestelephone anser-
ing devices, auto dialers, éf-premise extersionsand othe specal featuesis delegatd to thewing com-
mander or designaed representative. Consder avail ability of funds, recurring costs, ad mission
essentiality prio to approva .
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17.1. (Added) Process all voice mail requements through the base communicatisgsadon. Use GSA
and Purchae d TelecommnunicationsService (POTS) contractsasprimarysourcesfor buyng individual
voice mail systems.

17.1.1 (Added) Customers buyigindividud voice procesing systems must devema life cycle logis-
tics plan to include maintenace ard databae administration covera@ beyond normal warranty.

17.1.2. (Added) The CSGshoud discouagetheuse d cordless phones. Cordless phones inhexeratise
communicationsecurity cooerns with possible frequency interfeencewith other cordless phose

17.2. (Added) Communicaionspersanel will nat berespondile for mantenaxce d ary privatdy
owned a@vices. f sud devices conflict with goernmert installed equipment, de®nnect tle device. The
govenment will not beresponsible folany damage to pvately inselled communication devies. When
necesary,CSO will programswitch feature Cutdf On Disconnect (COD) on lines connecting privately
owned irstrumens.

19. HQ AFMC/SC is tle approval authaity for new telephone key syams.

23.11. AFI 65-601, Wl 1, BudgetGuidance And Rocedures, para. 4.24.33, and Figire 4-2, proviés

guidance for @ying commercal "unofficial” teleghoneservice cat. This paragraph, bong with Figure
4-2, describes funding pocedues for acquiing, installing, and maintaining ingaviring used to provide
commercial "unofficial” telephone sevice in fadlities such as dmitories, military family housng,

VAQs, VOQs, TLFs, etc. Thisfunding guidane refes to the iside wiring that extends betweéhe tele-
phore company'spoint d demarcatia at afacility and the sulscriber's telephoneoutlet.

23.1.11. (Added) Providing Telephomrs for GovernmentTransient Facilies (IAW AFI 65-601,Vol 1).
Air Force irstallations may spend appraopriated funds fortelephone service and equipment in transient
guarterswhen aufficient official need exists for a telephone. CSO must establish controls that prevent
paying for wofficial toll calls with gopropriatd funds. CSO must also establish proaedures for biling
authaized direct tol calls made ly transient residers

29.6. (Added) Wing CSOs wil notify AFMC CSO/SG of ary telephonemonitariing violations.
30.13. W henit is cost éfective,unitsshould collector any unauthorizd call.
42.1. AFMC preferred ways d providing telephore directories m rark order:

* Load tle directory ontoa LAN/WAN or distribute through the Compact Disc Format.

» Print limited quantitiesor activiies nd having accessto computers.

* Incluckthe telephoadirectory aspart of the Base WelcomeBrochure.
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Attachment 7 (Added)
EXAM PLE FORMAT FOR AMOUNT OF MONEY SPENT ON EACH CSA

Table A7.1. Example Spread Sheet to Rplace Forwarding & Form 1034 to AFMC CSO/SCSD
and 3B LS/LGCX.

BASE/CITY UNIT/ |STATE |MAJCOM CSA Oct-97 | Nov-97 | Dec-97
OFC SYM
Wright-Patterson 88CS/ OH AFMC |DCA200-91-H00 | $100.00, $100.® | $100.00
AFB SCMTR 16-TF33

Wright-Patterson 88 CS/ OH AFMC |DCA200-89-H00 | $2500 | $25.00 | $25.00
AFB SCMTR 12-TF1Q
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Attachmen 8 (Added)
EXAM PLE ANNUAL CS A CERTIFICATION MEMO

MEMORANDUM FOR AFMC CSO/SCSC
4225 Logistics Awerdie 20
WrigRatterson AFBDOH 45433-5759

FROM: 50CS/SCX
628. Fourth St
Tinke AFB OK 73145-2713

SUBJECT: Communicatio Annual Funds ashinventay Certification

1. | certify that suficient funds have been inclutlen the FY 99 budget o defray al monthly recurring
charges raulting from the continuationfeservice listed in the following CSA contract(s) thg FY99.
This certification appliesto any posible reaward o modiicationsof thereferenced CSA(shade within
FY99. Subsegpnt FY certifications will reference thecurrentCSA nunber(s). See thattached CSA
list.

2. Thelisted CSAs are current and accuraténolude identification of discrepanciess requred by AFI
33111.

3. Attacled are the mme, addrss, telephone numbgs), and email address of the Bae CSOtheindivid-
ual resposble for submitting AF Fom 1218sand maintenance ofForm 42&, and the urt resource
advisor/manager.

4. If furtherinformation isrequired, point of conta¢ is John Doe,DSN 8856789 o (405 5556789.

JANE SMITH
RESOURCE ADVISOR
2 Attachments
1. PersonneList
2. CSA List



John Doe, Lt Col

CSO

72CS/SC

DSN: XXX -XXXX

COMM: XXX-XXX-XXXX
DSN FAX: XXX-XXXX
COMM FAX: XXX-XXX-XXXX
E-Mail: xxx@wpafb.& mil

Ms Jane Doe

Base CSA Manager

72CS/SCMC

DSN: XXX -XXXX

COMM: XXX-XXX-XXXX

DSN FAX: XXX-XXXX

COMM FAX: XXX-XXX-XXXX
E-Mail: xxx@wpgatewpafbaf.mil

Mr John Doe

Unit Resour@ Advisor/Manager
72CS/SC

DSN: XXX -XXXX

COMM: XXX-XXX-XXXX

DSN FAX: XXX-XXXX

COMM FAX: XXX-XXX-XXXX
E-Mail: xxx@wpgatewpafbaf.mil

Attachment 1
PERSONNEL LIST
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Attachment 2
CSALIST
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WLLIAM G.LUDT Colonel,USAF
Depuy Director, Communications arldformation
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